APA DOCUMENTATION
CHECKLIST
Title Page for a Paper – APA
APA style requires a separate title page
•
•
•

•
•
•

Type your paper on white bond paper. Preferred typefaces (when you have a choice)
include Times Roman, American Typewriter, and Courier.
Arrange and center the title of your paper, your name, and your school.
Capitalize all important words in the title and all words of four letters or more.
Articles, conjunctions, and prepositions are not capitalized unless they are four
letters or more or are the first words in the title. Do not underline the title or use all
capitals.
Give your first name, middle initial, and last name.
Number the cover sheet and all subsequent pages in the upper right-hand corner.
Place a short title for the paper on the same line as the page number; the short title
consists of the first two or three words of the title.

CHECKLIST
The body of the Research Paper – APA
The body of the APA paper runs uninterrupted until the separate References page. Be
sure to type the essay on good quality bond paper.
•
•
•
•
•
•
•
•

On the first page of the research essay itself, repeat the title of your paper,
exactly as it appears on the title page.
Be sure the title is centered and properly capitalized.
Begin the body of the essay two lines (a double space) below the title.
Double space the body of the essay.
Use at least one-inch margins at the sides, top, and bottom of this and all
subsequent pages.
Indent the first lines of the paragraphs five to seven spaces.
Indent long quotations (more than forty words) in a block, five to seven spaces
from the left margin. In student papers, APA permits long quotations to be
single spaced.
Do not hyphenate words at the right-hand margin. Do not justify the right-hand
margin.

IN TEXT CITATIONS
To use APA documentation…

In the text of your paper, place a note in parenthesis to identify the source of every
passage or idea you must document. For example, here is a sentence derived from information
in an article by E. Tebeaux titled “Ramus, Visual Rhetoric, and the Emergence of Page Design
in Medical Writing of the English Renaissance.”

Technical writing developed in important ways during the English Renaissance
(Tebeaux, 1991).
As you can see, the basic form of the APA parenthetical note consists of an author’s last name
mentioned in the body of the essay, followed immediately by the year of publication in
parentheses.
According to Grunman (1984), children fed a diet free of the chemical additive has
fewer behavioral problems than those who ingested it regularly.
A page number may be given for indirect citations and must be given for direct quotations. A
comma follows the date if page numbers are given. Page numbers are preceded by p. or pp.
During the English Renaissance, writers began to employ “various page design
strategies to enhance visual access.” (Tebeaux, 1991, p. 413).
When appropriate, the documentation may be distributed throughout a passage.
Tebeaux (1991) observes that for writers in the late sixteenth century, the philosophical
ideas of Peter Ramus “provided a significant impetus to major changes in page design” (p.
413).
When a single source provides a series of references, you need not repeat the name of the
author until other sources interrupt the series. After the first reference, page numbers are
sufficient until another citation intervenes. Even then, you need repeat only the author’s last
name, not a date, when the reference occurs within a single paragraph.
. . .The council vetoed zoning approval for a mall in an area described by Martinez
(1982) as the last outpost of undisturbed nature in the state. The area provides a “unique
environment for several endangered species of birds and plant life” (p. 31). The birds,
especially the endangered vireo, require breeding spaces free from encroaching development
(Harrison & Cafiero, 1979). Rare plant life is similarly endangered (Marinez).
APA parenthetical notes should be as brief and inconspicuous as possible.
Fine Tuning
1. When two or more sources are used in a single sentence, the notes are inserted as
needed conveniently after the statements the support.
While Porter (1981) suggests that the ecology of the aquifer might be hardier than
originally suspected, “given the size of the drainage area and the nature of the subsurface
rock” (p. 62), there is no reason to believe that the best interests of the country would be

served by the creation of a mall in a vicinity described as “one of the last outposts of
undisturbed nature in the state” (Martinez, 1982, p. 28)
Notice that a parenthetical note is placed outside of quotation marks but before a period
ending a sentence.
2. When a work has two authors, both names are given in all references.
Harrison & Cafiero (1979) argue. . .
(Harrison & Cafiero, 1979)
Notice that an ampersand (&) is used between the authors’ names rather than an and.
3. When a work has three to five authors, all of them are named in the first reference
or parenthetical note.
Harrison, Cafiero and Dixon (1979) Argue. . .
(Harrison, Cafiero & Dixon, 1979)
All subsequent notes then use et al (Latin abbreviations for “and others”).
Harrison et al. (1979) argue. . .
(Harrison et al., 1979)
4. When a work has six or more authors, use the first author’s name followed by et al.
for all references, including the first.
Barge et al. (1988) relate. . .
(Barge et al., 1988)
In References list, provide the names of all authors.
5. When you must document a work without an author, list the title, shortened if
necessary, and the date.
(“Aid to education,”1985)
6. If you use a direct quotation of more than forty words in your paper, type it in block
form, indenting each line of the quotation five spaces from the left margin. Double
space throughout. Do not use quotation marks. Place the parenthetical citation two
spaces after the end punctuation of the quotation.
During the 1960s and 1970s,
Arab primary and secondary educational systems expanded rapidly in
response to larger birth cohorts entering the system. This has created job
openings as teachers and administrators for Arab university graduates.
In recent years, however, the increase in the number of public sector jobs
in the Arab sector has slowed considerably. (Shavit, 1990, p.208)
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CHECKLIST
Reference Page – APA
•
•
•
•
•
•
•
•

Sources contributing directly to the paper are listed alphabetically on a separate
sheet immediately after the body of the essay.
Center the title “Reference” at the top of the page.
All sources mentioned in the text of the paper must appear in the References list.
The first line of each entry is flush with the left-hand margin. Subsequent lines are
indented five spaces.
The list is ordinarily double-spaced.
Punctuate items in the list carefully. Do not forget the period at the end of the
entry.
In the References list, capitalize only the first word and any proper names in the the
title of a book or article. Within a title, capitalize the first word after a colon.
If you have two or more entries by the same author, list them by year of publication,
from earliest to latest. If an author publishes two works in the same year, list them
alphabetically by title.

Periodicals
1. Internet articles based on a print source
At present, the majority of the articles retrieved from online publications in psychology and
the behavioral sciences are exact duplicates of those in their print versions and are unlikely
to have additional analyses and data attached. This is likely to change in the future. In the
meantime, begin an entry with the conventional APA form for that item whether a book,
article, or other. However, if you have viewed the article only on its electronic form, you
should add in brackets after the article title [Electronic version] as in the following fictitious
example:
VandenBos, G., Knapp, S., & Doe, J. (2001). Role of reference elements in the selection of
Resources by psychology undergraduates [Electronic version]. Journal of
Bibliographic Research, 5, 117-123.

If you are referencing an online article that you have reason to believe has been changed
(e.g., the format differs from the print version or page numbers are not idicated) or that
includes additional data or commentaries, you need to add the date you retrieved the
document and the URL.
VandenBos, G., Knapp, S., & Doe, J. (2001). Role of reference elements in the selection of
Resources by psychology undergraduates. Journal of Bibliographic Research, 5,
117-123. Retrieved October 13, 2001, from http://jrb.org/articles.html
2. Article in an Internet-only journal
Fredrickson, B. L. (2000, March 7). Cultivating positive emotions to optimize health and
well-being. Prevention & Treatment, 3, Article 0001a. Retrived November 20,
2000, from http://journals.apa.org/prevention/volume3/pre0030001a.html
3. Article in an Internet-only journal, retrieved via file transfer protocol (ftp)
Crow, T. J. (2000). Did homo sapiens speciate on the y chromosome? Psycholoquy 11.
Retrieved from ftp://ftp.princeton.edu/harnad/Psycoloquy/2000.volume.11/
psyc.00.11.001.language-sex-chomosomes.1.crow
4. Article in an Internet-only newsletter
Gluekauf, R. L., Whitton, J., Baxter, J., Kain, J., Vogelgesang, S., Hudson, Ml, et al. (1998,
July). Videocounseling for families of rural teens with epilepsy-Project update.
Telehealth News, 2(2). Retrieved from http://www.telehealth.net/subscribe/
Newsletter_4a.html#1
•
•
•
•
•

Use the complete publication date given on the article.
Note that there are no page numbers.
In an Internet periodical, volume and issue numbers often are not relevant. If they
are not used, the name of the periodical is all that can be provided in the reference.
Whenever possible, the URL should link directly to the article.
Break a URL that goes to another line after a slash or before a period. Do not insert
(or allow your word-processing program to insert) a hyphen at the break.

To document a specific file, provide as much as possible of the following information:
•
•
•
•
•
•
•

Author’s name
Date of publication or last revision (if known), in parentheses
Title of the document
Title of complete work (if relevant), in italics or underlined
Other relevant information (volume number, page numbers, etc.)
Retrieval date statement
URL

For more specific guidance, see the various sample citations in this section.
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Book
An online book may be the electronic text of part or all of a printed book, or a book-length
document available only on the Internet (e.g., a work of hyperfiction).
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